CHAPTER 14

MATERI AL MANAGEMENT

STANDARD OPERATI NG PROCEDURE

500 BED FLEET HOSPI TAL
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500 BED FLEET HOSPI TAL
STANDARD OPERATI NG PROCEDURES
MATERI AL MANAGEMENT

A. MSSION: The Material Management Department is
responsi ble for the fiscal and | ogistics managenent of the
hospi tal .
B. FUNCTI ONS:
1. Fiscal.
Accounting and reporting.
2. Supply.
(a) Stock control.
(b) Requi sitioning.
(c) Supply delivery.
(d) Receiving.
(e) Storage.
(f) Shipping.

3. Disbursing, if Fleet Hospital unit has a Disbursing
Officer assigned.

4. Maintenance, repair and installation of medical
equi prment .

5. Providing required sterile supplies to Operating Roons
and other patient care areas.

C. PHYSI CAL DESCRI PTI ON:

1. Ofice of the Fiscal/Supply Division
(a) Location within conplex.
(b) Sheltering.

Type: A 18 X 52’ general purpose
tent.



Quantity: One office within a general
pur pose tent.

(c) Material.
| OL:
2. Fiscal Managenent.
(a) Location within conplex:
(b) Sheltering.
Type: A 18 X 52' general purpose tent.

Quantity: One office within a general purpose
tent.

(c) Material.
| OL:
3. Supply Managenent.
(a) Location within conplex:
(b) Sheltering.

Type: An office within an 18' x52' general purpose
tent; warehousing in 18 x52' general purpose tents and circus
rents. Quantity: One office tent, two general purpose
storage tents, two circus tents.

(c) Material.

| OL:

4. Medical Equi pnment Repair Division. (See Chapter 15)

5. Central Sterile Reprocessing Division. (See Chapter
5)

D. SPECI AL CONSI DERATI ONS:

1. No usage rates established.

2. 1600 sqg. ft. environnent controlled storage.



3. 1600 sqg. ft. refrigerated storage.

E. WORKLOAD:

1. St

eady state: NA

2. Peak st ate: N A.

F.  ORGANI ZATI ON:

1. Responsibility. The Head, Material Managenment
, Who reports to the Director of Adm nistrative
is assigned overall managenent responsibility.

Depart ment
Servi ces,
depart nment

is divided into 4 Divisions.

2. Organi zational chart.

Head, Material Managenent
Departnment 0-3

CSR Division O3
Mat eri al Managenent
Supervisor E-9
Di sbursing Fiscal & Supply Division E-7
Medi cal Repair Division Division E-6/E-7
Seni or Supply Adv E-7
Di sbursing Clerk E-5
Medi cal Supply Branch E-7

Shi ppi ng and
RECEI VI NG E-3 (2)

Fi scal Cerk
E-6

Supply Clerk Supv E-7

Medi cal Supply
E-5 (2)

Supply Clerk E-5 (3)

The



Supply Cerk
E-6

Supply Clerk E-3 (5)

Supply Cerk
E-4 (2)

3. Staffing.
(a) Criteria.

(1) Full Material Managenent Departnent conpl enent
not required during PM

(2) Three (3) or four (4) watch sections will be
est abl i shed.

(3) A balance will be naintained between HM and SK
personnel in each watch section and personnel should be cross-
trained in nmedical and general supply functions.

(4) Only Head, Material Managenent Departnment will
be excluded from watch bill

(5) Separate watch bills have been devel oped for
Medi cal Repair and CSR Divisions. See Chapters 12 and 5,
respectively.

(b) Staffing pattern: Three (3) or four (4) watch
sections established with one section on watch each day to
handl e any requirenents during PM Seni or nmenber of each
wat ch section designated as duty departnent head.

Section | Section |1 Section I11
HMCS 19019 Supply HMC 19139 Seni or SKC 19159Suppl y
Cl erk
Servi ces Supervi sor Supply Adv Supervi sor
HWV 19059 Medi cal SK3 19099 HW 19061 Medica
Supply Cerk General Supply Supply Cerk
HW 19039 Medi cal SK2 19181 Supply SK3 19101 Supply
Cl erk Clerk Cl erk
SK3 191833 Supply SK3 19079 Supply SKSN 19201
Suppl y
Cl erk Clerk Clerk



SKSN 19203 Supply
Shi ppi ng

Cl erk

Cl erk

SKSN 19199 Supply

Supply
Clerk

SN 19119 Shi pping &
Recei ving Clerk

4. Assignments by billet sequence nunber:

page 25.
5. Watch bill:

6. Special watches:

G TASKS:

TASK

1. STAND UP FI SCAL/
SUPPLY DI VI SI ON

to
initial
oper ati ons.

Fi scal / Suppl y

Di vi si on equi pnent,
pubs, office supplies

SK2 19170 Supply
Clerk

DK2 08070 Di sbursing
Cl erk
DK1 08050 Di shursi ng

SN 19199

& Recei vi ng

SKSN 19205
Clerk
SKSN 19230. 02

Clerk Supply Clerk
See TAB A,
See TAB B, page 27.
N A
METHOD
1.1 | ssue pre-detern ned

shelf-life materi al s

work centers for

3 days of

1.2 Br eak out

and i nventory agai nst

I OL.

keys and
avai l abl e at
set-up of fiscal/

NAVSUP P-
par agraph 1118.

1.3 Ensure storeroom and

mount - out box
| ocks are
initial

supply operation.

1.4 Key control will be
mai nt ai ned per

485,



1.5 Est abl i sh wat ch
sections | AW TAB B as
per sonnel arrive.

1.6 Desi gnate | ocation for
nmor gue and storage

of casual ti es'

per sonal effects.
1.7 Personal effects wll

be handl ed | AW NAVSUP

P- 485, par agr aphs

1300- 1306, and
par agraph 5160.

1.8 Fol | ow- up and/ or

cancel
requi sitions input
into supply system at
nobi | i zati on.
( Not e: Prior to
over seas

novement, Fl eet Hospital
Support O fice wll
det er m ne whet her or not
to i nput pre-print
requi sitions for
previ ously desi gnat ed
mat eri al based on
anti ci pated enpl oynents
at hospital units.) High
vol ume nedi cal consumabl e
items will be resupplied
to wards daily.

1.9 Assi gn storekeepers/
Hospi tal Cor psnen

as needed to
provide daily intra-
hospital resupply

[iaison.

1.10 Review |ist of
desi gnat ed hi gh

vol une medi cal
consumabl e

(HYMC) materi al

with ward work center
supervi sors. Add or
delete line itens from



list of HYMC materi al as
necessary.

1.11 Create |list of
desi gnat ed
depart nment al Supply
Petty O ficers
(Petty O ficers who
will act as each
departnment or
di vision's primary
interface with
Fi scal / Supply Division
and who wll be
designated to draw from
supply.) For sone
departnments, severa
Supply Petty Oficers
may be establ i shed.
However, division head
or higher authority
required to designate
Supply Petty O ficers.

1.12 Mat eri al Managenent
Supervisor will

mai nt ai n and post as
necessary in supply
support areas, list

of authori zed
Supply Petty O ficers.
In addition, this |ist
will indicate, for each
department, individuals
who are authorized to
si gn/ approve requisition
docunments. (Normally,

the latter will be
departnment/ di vi si on
heads.)
1.13 The Head, Materi al
Managenent
Depart ment, wi ||

obtain inputs from
all areas regarding
antici pated peak usage
requi rements for
critical itens
(both nmedical and
nonmedi cal ). AS



conduct

meetings to

review antici pated peak
usage requirenments until

avail abl e
records.
the Fiscal Supply
Division is established,
t he Head, Materi al
Managenent

cl osely
critical itens
usage, using spot

needed.

1.14

Consunpti on/
Requi siti on Docunents

( NAVSUP 1250-1's) and

a supply of locally
reproduci ble nmulti-

consunpti on/
requi sition

docunent s.

1.15

Supply Petty
with procedures
conpl eti ng
consunpti on/requisition
docunents. For NAVSUP
1250-1 instructions, use
NAVSUP P- 485, paragraph
6206 as a gui de.

1.16

( NAVSUP

procedures for

control | ed equi page | AW
NAVSUP P- 485, paragraphs

necessary,
regul ar

usage data is
from stock
Af t er

Departnent w ||
noni t or

i nventori es as

Provi de ward work
center supervisors
supply of bl ank
Si ngl e Line

Provi de training and
orientation to
famliarize
Oficers
for

Est abl i sh Cust ody
control Card
Form 306)



6092-6093.

cartons,

wooded

bracing materi al
packing material for
retrograde of

repai rabl es and hospital

rel ocati on/re-pack.

2. 1 SSUI NG CONTROLLED Medi ca

Consumabl es and Equi page.

a list

medi cal

as determ ned
Command.

not be
to, needl es,
syri nges, and
controll ed
phar maceuti cal s.

cust ody
medi cal
wi Il be handl ed
Fi scal / Supply Division
| AW NAVSUP P- 485,
par agr aphs 3235-3238.

equi page
i ncluded on
l'ine
consunption/requisition
docunments for intra-
hospital resupply of
vol une medi cal

hi gh

17

.18

Ret ai n reusabl e
cont ai ners,
boxes,
and

Assign duty supply
driver.

Maintain a |ist of
control |l ed nedi ca
consumabl es and
of control | ed
equi page,
by

Controll ed nedi cal
consumabl es wil |

i ncl ude, but
[imted

Initial issue and
of controlled
shi ppage
by

Control |l ed nedi cal
consumabl es and
will not be
mul ti -



consumabl es.

2.5 Request ors of

controll ed medi cal
consumabl es and
equi page will present

Fi scal Supply an approved
| ocally prepared
requi sition form
For controlled
equi page, custody card

w || be annot at ed.

2.6 Unexpended control | ed
substances will be
secured | AW

appl i cabl e medi cal

i nstructions. No
control l ed nedi cinals or
consumabl es will be
i ssued wi thout proper
aut hori zation and a
conpl et ed NAVSUP For m
1250-1 or controlled
Consumabl es/ Equi page

Requi si tion.

3. PROCURE MATERI AL BY REQUI SI TI ON
| N SUPPORT OF FLEET HOSPI TAL

3.1 Supply afl oat

Pr ocedur es will be used.
Ref er ences: NAVSUP P-
485 (in particular, Chapter

3). Consolidated Fl eet
Af |l oat Requi sitioning
Gui de Overseas (CARGO,) .
NAVSUP P-4998 Atl antic
or P-4998 Pacific. Atlantic
Fl eet Requi sitioning
Gui de ClI NCLANTFLTI NST
P-4210.1. Pacific Fleet
Requi si tioni ng Gui de
COWNAVLOGPACI NST P-
4235.1. As appropri ate,
dependi ng on Fleet and
Type Commander.

3.2 Refl ect reorder points
in the stock record battery

10



i nvent ory

Consunpt i on/ Requi sition

Docunent, will
reorder materi al
ext ernal sources.
nmessage.
with Local
Commander

i nstructions and NAVSUP

P- 485, paragraph 3028

i nperative.

procedures in
conpl eting and processing

requi sitions. (See TAB
C- 3)

and

cont ai ned

485,
Par agr aphs 3045 t hrough
3052.

and

| AW

6700. 16.

i nformation
copi es of requisitions
for these itens to the
Fl eet CI NC, Type
Commander and Naval
Medi cal Material Support

11

on each Stock Record
Card (NAVSUP Form 1114).
Make requisition
deci si ons usi ng

control practices
di scussed in Task #12
bel ow.

3.3 NAVSUP Form 1250-1,

single line item

be used to
from

3.4 A majority of
requi sitions wll
subm tted via
Fam liarity
Type

be

is

3.5 Fol | ow NAVSUP P- 485,

Chapter 3

3.6 Priority designations
procedures are

i n NAVSUP P-

3.7 Requi si ti on NAVMEDCOM
controll ed nedi ca
dental itens

MEDCOM NST

Fur ni sh



Command.

3.8 Requi si ti on NAVMEDCOM
non-control | ed
medi cal and dent al
equi pnment itens
direct from
normal supply sources.

3.9 Subm t energency
requi sitions for

medi cal and dent al
equi prment itens
direct to nornal

supply sources. When the

material is not avail able

fromsupply systens

stock, it may be

purchased locally | AW

part 13 of NAVSUP P-560.

3.10 Review pertinent

VMEDCOM supply procedures
with Fi scal / Suppl y

per sonnel ( BUMEDI NST
6700. 16 and NAVSUP P-
485, paragraph 3444) .

4. PROCURE MATERI AL BY PURCHASE
ON THE OPEN MARKET

4.1 NAVSUP P- 485, Chapter
3, Part B provi des gui dance
on direct purchase
pr ocedur es.

4.2 Fl eet Hospit al

pur chase actions wll
normal |y be taken by a
shore activity as a

result of a
hospital's requisitions.
Officers designated (by
warrant) as Contracting
O ficers may obtain
requi rements for supplies
or services by purchase
on the open nmarket when
all of the follow ng
condi tions exist:

12



4.2. A There is an | medi ate

and urgent requirenment for
aut hori zed supplies or
servi ces.

4.2.B The supplies or
services are not
avai l abl e at the supply
support activity.

4.2.C Tine is of the essence
and schedul ed operations
will not permt
procurenent through Navy
shor e- based purchasi ng
activities.

4.3 When aut hori zed by the

Type Commander, Fl eet
Hospital s nmay make
routi ne purchases of
supplies and services
when t he val ue does not
exceed $2,500 and al

of the foll ow ng

condi ti ons exi st:

4. 3. A The supplies or
services are not
avai l abl e at the supply
support activity.

4.3.B Al transactions are
made by an approved
smal | pur chase
met hod provi di ng for

i medi ate delivery of
mat eri al purchased.

4.4 Purchases will be made
by one of the follow ng
met hods:

4.4. A Purchase Order for
purchases up to
$2, 500 (up to
$10, 000 under
enmer gency conditions).

4.4.B I nprest fund for cash
pur chases when the

13



anount does not exceed
$150 ($300 under
enmer gency

condi tions).

4.4. C Orders under

i ndefinite del i very-type
contracts and bl anket
pur chase Agr eenent s
(BPA' s) that have been
negoti at ed by ashore

activities.

4.5 NAVSUP P- 485,

par agr aph 3095 describes orders
for supplies and services
(DD Form 1155) in detail.
5. REQUI SI TION OF CERTAIN
MATERI ALS
5.1 NAVSUP P- 485, Chapter

3, Part C details
specific requi sitioning and

servi ces procedures
for material s and
services such as controlled

equi page, mandatory
turn- in repairables,

el ectronic materi al,
etc.

6. MAI NTAI NI NG REQUI SI TI ON

FI LES
6.1 NAVSUP P- 485, Chapter
3, Part D provides
gui dance. In
addi tion, fol |l ow

Type Commander's
specific instructions.

6.2 Periodically review
status of
requisitions in t he
Mat eri al Qut st andi ng
File, and initiate tinely
foll ow-up action when
necessary.

6.3 Revi ew st at us of

14



Priority
requi sitions daily.

request ed
for
expedi tious follow up.

7. RECEI PT FOR | NCOM NG
MATERI AL

managenent
will:

di stribute
i ncom ng stores,
except subsi stence which
will be the
responsi bility of the

Food Service Division

of ficer.

NAVSUP P-
par agraph 4000.

of
to

for

activate

t he
war ehouses

15

1-3

.4 St atus may be

by nmessage

.1 NAVSUP P- 485, Chapter

provi des gui dance.

.2 Head, Materi al

Depart ment

. 2. A Receive, identify,

i nspect and
al |

. 2. B Del egate receipt

functions | AW
485,

. 2. C Desi gnate one nmenber

Medi cal Supply Branch
ensure that controlled
Subst ances are properly
recei pted and pronptly
secur ed.

.3 Establish [ ocal plans

the orderly and tinmely

recei pt and processing
of incom ng Stores.

Provi si ons shoul d be
made to quickly

desi gnat ed wor ki ng

parties and to stage

materials as near to

Fi scal / Suppl y

as practical. Such



prior planning is
essential for
mai nt ai ni ng mat eri al
accountability.

7.4 Recei pt for shelf-life
mat eri al .

7.5 VWhen fresh water is
recei ved, the Head
Envi r onnent al

Heal t h, or hi s desi gnee
will sign the Order
for Supplies or Servi ces,
DD Form 1155 or ot her
recei pt docunent as to

quality. The
requesti ng depart nent

head will satisfy hinself
as to quantity received.
Al receipts will be

forwarded to the Fiscal/
Supply Ofice for proper
posting and filing. See
NAVSUP P- 485, paragraph

4377.

8. PROVI DE FOR MATERI AL
CUSTODY

8.1 The Head, Materi al
Managenment Departnment is
responsi ble for the
st orage, security, and
i nventory control of al
mat eri al assigned to
Fi scal / Supply. He will:

8.1. A Procure all consumabl es
not authorized for
st or age in supply
spaces for di rect
turnover (DTO).

8.1.B Record the | ocation of
each itemin stock

on the rel ated Stock Record
Card ( NAVSUP For m
1114) and the Af | oat

Locat or/ I nventory
Record ( NAVSUP Form 1075)

16



if the latter is

mai ntai ned. (Strongly

recomrend mai nt ai ni ng

NAVSUP 1075 in order to

reconstruct Stock Record

Battery in event of battle
damage or other loss. |If
mai nt ai ned, NAVSUP 1075's
will be |ocated separately
from Stock Record
Battery.)

8.1.C Store hazardous
mat eri al s separately from non-
hazardous stock in
desi gnat ed hazardous
storage areas.

8.1.D Pay special attention
to t he storage of
conpr essed gases,

i ncl udi ng oxygen
cylinders. See NAVSUP P-
485, Section 4643 for
information. Detail ed

st orage and handl i ng
procedures are contai ned
in DLA Regul ation 4145. 25
and NAVSUPI NST 4440. 128B.

8. 1. E Designate secure
| ocation(s) for
medi ci nal al cohol storage.

9. EXPEND MATERI AL

9.1 Expendi ture may be
acconplished in one of
three ways: issues,
transfers, or surveys.

9.2 Detail ed i ssue

pr ocedur es are contai ned
i n NAVSUP P- 485, sections
6165- 6299.

9.3 Transfers will be made
| AW NAVSUP P- 485,
Chapter 5, Section I1.

9.4 Transfers of materi al

17



Hospital s

shi ps) under the

Commander are

nonchar geabl e
transacti ons.

Packagi ng

Departnment wil |
Surveyi ng

| AW NAVSUP P- 485,
par agraph 5129.

reported
200.

Departnment or
desi gnee will maintain
an Expenditure Record Log
per NAVSUP P-485,
par agraph 5002.

10. SHI P MATERI AL

have

ot her

pr ovi de

transportation (nearest
COD/ VOD det achnent).

18

9.5

10.

10.

10.

bet ween Fl eet
units (or
same Type

Turn-in material will be
packaged and marked | AW
NAVSUP P- 485, paragraph
5093 and NAVSUP P-484,
"Supply Afl oat
Procedures. "

The Head, Materi al
Managenment
appoint a
O ficer

Surveys wll be
on DD Form

The Head, Materi al
Managenent
his

Fl eet Hospitals wl|
sone shi pping

requi renents. Exanples
include mail, records,
rays, and depot

repairabl es.

In shipping materials,
Fl eet Hospitals wll
normally rely on

units to

Suppl y/ Fi scal Division



mat er i al
shi pment, and
assi stance in preparing
shi ppi ng papers. See
NAVSUP P- 485,

par agr aphs 5155-5160 for

assi st ance.

material to
necessary forns

(mani fests, shipping
papers) not carried on
Initial Qutfitting List.

shi pment

be so

parcel s
consi gned as

( NAVSUP
7008. ).

be

prescri bed

Depart nent of the

| nformati on Security
Regul ati on

11. PERFORM | NVENTORY
MANAGEMENT FUNCTI ONS
i nvent ory
procedures as
i n NAVSUP P- 485,

19

10.

10.

10.

10.

11.

4

5

1

will provide

packagi ng,

Contact the activity
provi di ng | ogistics
support relative to

shi pment of
obt ai n

Prepare and package
material to mnimze
damage during

(Reference: NAVSUP P-
485) .

Parcel s cont ai ni ng
narcotics will not
mar ked. All such

will be

registered mail to the
medi cal officer of the
receiving activity

P- 484, par agr aph

Classified matter will

transnmtted as
in the
Navy

( OPNAVI NST 5510. 1) .

Fi scal / Supply Division
wi || adopt sound
managemnent
set forth



Chapter 6. Stock record
card postings and
di stribution of
consunpti on/ Requi sition
document s ( NAVSUP For s
1250-1) are set forth in
NAVSUP P-485 as foll ows:
i ssue control,
par agr aphs 6205-6214;
stock control,
par agr aphs 6230- 6234,
recei pt control,
par agr aphs 6250- 6253.

11. 2 I nvent ory managenent
enconpasses the
necessary posti ng of
records and
di stribution of docunents
to account for issues
from and receipts to,
stock. Procedures wll:

11. 2A Provide for The
accunul ati on of
accurate consunpti on
data required for
mai nt ai ni ng adequat e
supply levels. See
detail ed procedures in
NAVSUP P- 485, paragraph

6188. 4.

11. 2. B Establish and mai ntain

a
hi storical demand file

for non- st ocked itens
so t hat items which
experience repeat ed
demands can be det er m ned
and consi der ed for

st ocki ng ( NAVSUP
P- 485, paragraph 6188.10).

1.2.C Review each request for

a not carried repair part
agai nst the Fl eet

Hospi t al Tabl e of

Al | owance Docunent s

to insure that t he

parent equi pnent is

20



are
effectively
manage controlled

as

document

nor mal

requi sitioning docunent.
However, see TAB E-1 for
intra-hospital resupply

St ock

(NAVSUP  Form
each line item

| AW pr ocedures set
i n NAVSUP P- 485,

separate
SI'M
i s

SIM
for

permtted
Record

random

i nvent ory

to assess stock

record accuracy are not

support ed.

11. 2. D Ensure custody cards
used to

equi page.
11.3 NAVSUP Form 1250-1
(Single Line Item
Consunpt i on/ Requi sition
Docunent) will be used
the issue request
and as the

pr ocedur es.
11. 4 Mai ntain Stock Record
Battery. Maintain
Record Cards
1114) for
carried
forth

par agr aph 6186.

11.5 Mai ntain required

files for SIM and non-

St ock Record Cards. |t

recommended t hat
hori zontal files for
and vertical files
non-SI M be used.
11.6 Only persons properly
trained will be
access to Stock
files.
11.7 Unl ess required by the
Type Commander,
sanpl i ng of
pr ocedur es

21



par agr aph
and non-SIM

Record

sel ect

items as noted

descri bed in Chapter

NAVSUP P-485. Screen

ot her shelf-life itens as

often as necessary to

ensure timely utilization

or transfer prior to
shelf-1ife expiration
dat es.

Locat or/ I nventory

1075)

be

NAVSUP P-

6187, in

provi de basic

to assist in the

12. MAI NTAI N SUPPLY
DOCUMENT FI LES

| AW

par agr aph

t he

files:

22

requi red. However,

inventories will be

conducted as required by
NAVSUP P- 485,

6061 for SIM

items.

spot

11.8 Clearly annotate shelf-
life items on the
associ ated Stock
Cards. Inventory

shelf-life
and

6,

11.9 Af | oat
Records (NAVSUP Form
are recomrended to
mai nt ai ned, | AW
485, paragraph
order to
dat a

reconstructi on of stock
records in the event of
battl e damage,
destruction, or |oss or
danmage in relocating the
hospi tal .

Est abl i sh and mai ntain
supply docunent files
NAVSUP P- 485,
6188.

12. 1

12. 2 At a mininmum naintain

foll owi ng docunent

- Material Qutstanding
File (MOF).



- Material Conpleted

File
(MCF) .
- Purchase Paynent File
(PPF).
- Consunption File.
- MDS/ Access Data File.
- Procurenment Action
File
( PAF) .
- Departnental File.
- Not In Stock/ Not
Carried
File (NI'S/NC).
- Historical Demand File
( HDF) .
- Expenditure Invoice
File.
- M scel | aneous Recei pt
File.

12.3 Only one set of files
wi | be mai ntained for
al | commodi ties
(i.e., no separate
files for nmedical and
general supplies).

13. DOCUMENT AND REPORT 13.1 Use the

Requi si tion/ OPTAR THE FI NANCI AL | MPACT OF Log
( NAVCOWPT Form 2155) SUPPLY TRANSACTI ONS to
reflect all

transactions affecting the

hospital's OPTAR funds
as this log is the
primary accounti ng
record for al
financial reports.

13.2 Post to and adj ust
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Log | AW

Managenment of

Resources, NAVSO P-3013,
par agraph 4104.

nunber
desi gnat ed the
records keeper and

nunbers

Budget / OPTAR Log

Consunpti on/

Requi sition docunents
(NAVSUP Form 1250-1's).

Log.

Docunment

Report

Form 2156) as

requi red by NAVSO P-3013.

t he
Head' s

Depart nent
signature on all OPTAR
Docunment Transm ttal
Reports prior to
subm ssion to the
appl i cabl e Fl eet

accounting and Di sbursing

Cent er.

Budget /

( NAVCOWPT For
transm ssion- -

by message --to

Fl eet Accounting

O fice and the Type

24

13.

13.

13.

13.

13.

13.

Requi siti on/ OPTAR
Fi nanci al

The Financial Cerk,
bill et sequence
06010, is
OPTAR
will:

Assign requisition
fromthe
to al

Post the Budget/ OPTAR

Prepare the OPTAR
Transm tt al
( NAVCOWPT

Bal ance the OPTAR | og
prior to obtaining
Depart nent

si gnat ur e.

Obt ai n Head, Materi al
Managenent

13.3.F Prepare a nonthly

OPTAR Report
2157) for
normal | y
t he



Commander. This nonthly

report provides hospital
funds status and materi al
defici ency and consunpti on

dat a.

Recei pt s/ Expendi t ures
( NAVCOWPT Form 176) and

13.3.G Maintain and report the
Summary of Materi al

transmt to the applicable
Fl eet Accounting and
Di sbursing Center by the
5th of the nonth
followi ng the nonth in

i s
P_
6214.

OPTAR

pr ocedur es.

NAVSO

Commander
regar di ng
and financi al
reporting.

wi ||

bal anced by

record keeper on
10t h, 20th, and | ast
day of the nmonth in

whi ch transfers occurred.

Summari es and " B"
Sunmaries are to be
mai nt ai ned for transfers,
Type Commander chargeabl e
and non-chargeabl e,
respectively.

13.4 Consunption/ Requisition
Docunent distribution
expl ai ned i n NAVSUP

485, paragraph

13.4. A NAVSO P-3073 details

records keeper's posting
and reporting

13.4.B |In addition to the

publications, consult
appl i cabl e Type
i nstructions
accounti ng

13.5 Requi si ti on/ OPTAR Log
be audited and

t he optar

t he
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conjunction with
subm ssi on of the OPTAR
Docunment Transm ttal
Report and | AWt he
procedures outlined in
Chapter 4 of NAVSUP P-
3073.

13.6 Al t hough not
specifically required,
some Fl eet
Hospitals may wi sh to

break down OPTAR budgets
by directorate to provide
greater visibility of
fundi ng availability and
usage. Follow Type
Commander and Commandi ng
Of ficer guidance.

H. STANDARD OPERATI NG PROCEDURES: See TAB C, page 28.
. CLIN CAL POLI CI ES/ GUI DELI NES: N/ A.
J. STANDARDS AND JOB DESCRI PTI ONS: See TAB D, page 37.

K. DOCUMENTATI ON:

1. References: See TAB E, page 47.
2. Forns: See TAB F, page 51.
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TAB A
ASSI GNVENTS BY BI LLET SEQUENCE CODE

Departnent: MATERI AL MANAGEMENT DEPARTMENT
1. O ficer Billets.

Wat ch Bill et

Rank/ Section Nunber Title Desi gnat or
Rat e
Head, Materi al
N A 19029 Managenent Departnment 2300/1802S o
3

2. Enlisted Bill ets.

Wat ch Bill et

Rank/ Section Nunber Title Desi gnat or
Rat e
I 19019 Supply Services Supv 0000/ HM E-9
I 06010 Fiscal Clerk 0000/ SK E-6
I 19039 Medi cal Supply 0000/ HM
FI7 19059 Medi cal Supply 0000/ HM E-5
111 19061 Medi cal Supply 0000/ HV E-5
I 19079 Supply Clerk 0000/ SK E-6
|l 19099 Supply Clerk 0000/ SK E- 4
111 19101 Supply C erk 0000/ SK E- 4
I 19119 Shi ppi ng & Recei vi ng 0000/ SN E-3
I 19121 Shi ppi ng & Recei vi ng 0000/ SN E-3
I 19139 Seni or Supply Adv 0000/ SK E-7
11 19159 Supply Clerk Supv 0000/ SK E-7
19179 Supply Clerk 0000/ SK E-5
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19181
19183
19199
19201
19203
19205
19207
08050
08070

Supply Clerk
Supply Clerk
Supply Clerk
Supply Clerk
Supply Clerk
Supply Clerk
Supply Clerk
Di sbursing Clerk
Di sbursing Clerk

28

0000/ SK

0000/ SK
0000/ SK
0000/ SK
0000/ SK
0000/ SK
0000/ SK
0000/ DK
0000/ DK

E-5
E-5

E-3
E-3

E-3
E-6
E-5



TAB B

WATCH BI LL FOR MATERI AL MANAGEMENT DEPARTMENT*
(3 Watch Sections)

DAY SECTI ON

M
T
W
Th
F
Sa
Su

I
I
I
I
I
I
I
I
I
I
Th I
I
I
I
I
I
I
[11
I
I
I

* Excludes Medical Repair and CSR Divisions. For these watch
bills see TAB D of Chapters 12 and 5, respectively.
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TAB C
STANDARD OPERATI NG PROCEDURES

I NDEX
NUMBER TITLE PAGE
C1 | ssue of Hi gh Vol ume Medi cal 29
Consumabl es (HVMC) WMateri al
C2 Control of Shelf-Life Materi al 31
C-3 Procedures for preparing NAVSUP 32

Form 1250-1 by the requester
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TAB C-1

PROCEDURES FOR | SSUI NG DESI GNATED
H GH VOLUME MEDI CAL CONSUMABLE ( HVMC) MATERI AL

A. PURPOSE: It is recognized that certain supplies used in

t he

hospital areas will have high usage requirenments and require

regul ar issues fromstock. To reduce the nunber of

requi sition docunments and trips by hospital personnel to the

supply warehouse spaces, such high volume nmedi cal consumabl e

(HVYMC) itenms will be predesignated for daily resupply to ward
areas in accordance with this procedure using the nmulti-Iline

consumabl es consunption/ requisition docunent.

B. PROCEDURES:

1. Controlled items such as needl es and syringes will not
be
included as HYMC itenms and will be drawn from supply using a
control |l ed Consumabl e/ Equi page Requi siti on Docunent.

2. Consunption requisition documents will be used to
order high volume line items. Changes nmay be nade |ocally and
line items added or deleted as required by individual hospital
units. Changes require the advance approval of the Head,

Mat eri al Managenent Depart nent.

Each applicable hospital area will have copies of
consunption requisition docunents and bl ank NAVSUP Forms 1250-
1.

3. Requestors will store unused HYMC material drawn from
supply.

4. Consunption requisition docunments will be delivered
daily to the Fiscal/Supply Division for material to be
delivered next day. Requesting supervisors will ensure

conpletion prior to 0700 (day of pick-up) including
performance of any inventories necessary to ascertain
guantities to be requested. Energency requests will be
submtted and filled on a priority basis.

5. Fiscal/Supply will fill all Consunption requisition
requests for in-stock items. For NS items, Fiscal/Supply
will immediately initiate reorder, using Single Line Item
Consunpti on/ Requi sition Docunents (NAVSUP Form 1250-1) or
nmessage requi sition.

6. Fiscal/Supply personnel will not be responsible for
inventory of user storage l|locations, as itens |ocated here are
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consi dered expended when drawn from supply and are no | onger
the responsibility of the Fiscal/Supply Division.

7. Pick-ups will be made by 0700. At time of pick-up,
st orekeepers wll receive a consunptions requisition docunent
for next day intra-hospital resupply.

8. Conpl eted consunption requisition docunents retrieved
by Fiscal/Supply Division will be conpiled overnight by the
duty storekeeper and translated by line item into NAVSUP
1250-1's for issue and posting to the appropriate NAVSUP Form
1114 Stock Record Cards. The Duty Watch Section Storekeepers
will pull requested HVMC stock, stage it for next norning
delivery, and make normal postings and distribution of NAVSUP
1250-1"s | AW NAVSUP P-485, paragraph 6188.

9. HVMC itenms are considered expended from supply when

i ssued (drawn from stock). Receipt will be verified by
obt ai ni ng signature of Supply Petty Oficer (or authorized
representative) at time of delivery which will be retained by

Fi scal / Suppl y.
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TAB C-2
PROCEDURES FOR THE CONTROL OF SHELF-LI FE MATERI AL

A. PURPOSE: It is recognized that certain supplies

requi sitioned and received by the Fiscal/Supply Division wil
have specific use by dates (shelf-life) and require nore
stringent recei pt and inventory control procedures.

B. PROCEDURES:

1. Attention will be paid to the expiration or "use by"
date on all shelf-life material at time of receipt. This date
will be recorded on the recei pt docunment prior to its
transmttal to record control. Expired or expiring shelf-life
material received will be referred to the Head, Materi al
Managenment Depart nent.

2. Using the records furnished by FHSO at nobilizati on,
t he Head, Material Managenent Departnent will establish a file
containing records of all shelf-life material. This file wll
be mai ntained in chronol ogi cal order of expiration date and
will be screened routinely to ensure fresh stocks are
avai l abl e for issue.

3. To facilitate periodic screening of shelf-life itens,
appl i cabl e stock records (and NAVSUP Form 1075's, if
mai ntai ned) will be annotated or otherwi se identified to
indicate the proper shelf-life code. (See NAVSUP P-485,
Par agraph 4664 and Appendi x 9K).

4. Shelf-life material will be issued on a First in-First

out (FIFO basis with the expiration date of the materi al
annotated on the NAVSUP Form 1250-1 at tinme of issue.
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TAB C-3

PROCEDURES FOR PREPARI NG NAVSUP FORM 1250-1 BY THE REQUESTER
A. PURPOSE: It is recognized that all issues of stock
material and all Direct Turnover (DTO) material procured by
the Material Managenent Departnent, as well as all chargeabl e
services, will be recorded in a NAVSUP form 1250-1.
B. REFERENCE:

1. NAVSUP P-485, Paragraphs 6206, 6207, and 6250.

C. PROCEDURES:

1. In preparing the NAVSUP form 1250-1, the foll ow ng
general instructions will be followed:
(a) Use a ballpoint pen or typewiter for data
entries.

(b) Include each entry in the proper data bl ock.

(c) To avoid confusion between the nuneric zero and
t he
al phabetic use the communi cation "0" to represent a zero.

2. For requests for all material, the follow ng specific
instructions will be foll owed:

(a) Data Block 1 (Request Date). Enter the Julian
date on which issue request is submtted.

(b) Data Block 3 (Urgy). Enter urgency of need
designator (UND) A, B, or C, as prescribed bel ow.

UND Definition

A Requi renment is imedi ate; w thout

t he mat eri al needed, the activity
i's unabl e to perform one or
more of its primary m ssions

B Requirenent is imediate or will
occur I n imediate future;
activity's ability to perform
one or nore of its primary m ssions
wll be inpaired until the

material is received.
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C Requirement is routine. When UND A

or Bis indicated for a not-in-
st ock (NI'S)/ not carried (NC)
item an approval signature
is required in data bl ock 30 (see
procedure 4); and for certain
demands, a specific notation IS

required in data bl ock 29 (see
procedure 3F).

(c) Data Block 8 (Noun Name or Ref Sym). Enter the
noun nane of the requested item except when entry of a
reference synbol nunber is required in accordance with
procedure 3A.

(d) Data Block 13 (U C) and Data Bl ock 14 (WO).

Enter the ship's unit identification code (prefixed by the
appl i cabl e service designator code: "R" for Pacific Fleet
Operating Units, "V' for Atlantic Fleet Operating Units, and
"N' for Navy activities other than Pacific or Atlantic Fleet
Operating Units) and the appropriate 4-digit work center code.
(Unl ess the requested itemis required for a maintenance
action for which a job control nunber has been assigned, data
bl ock 15 nust be bl ank.) For exanple, the Radiol ogy
Departnent at the Fleet Hospital #1 would enter "R68681" in
data block 13 and "FHO3" in data bl ock 14.

(e) Data Blocks 21, 22, and 23 (stock Number). Enter
the national stock number (NSN) in data bl ocks 21 and 22; and
if a special material identification code (SMC) is assigned
to the NSN, enter the SMC in data block 23. For exanple, for
the stock number 5930-00-201-9932, the entry in data block 21
is the FSC "5930" and the entry in data block 22 is the NIIN
"002019932."

If the itemcan only be identified by a Navy item control
nunber (NICN), enter the NICN in data bl ocks 21 and 22. For
exanpl e, for the NICN 4820-LL-HHO 7571, the entry in data

bl ock 21 is the FSC "4820" and the entry in data block 22 is
the NII'N "LLHHO7571”. \When a requested item can be identified
only by a part number (P/N) or other reference nunmber which is
not listed in the Master Cross reference list (MCRL), and the
manuf acturer is known, the applicable federal supply code for
manuf acturers (FSCM will be determ ned fromthe FSCM

Cat al ogi ng Handbook (H4-1 Nane to Code) and entered with the
part nunber in the NAVSUP 1250-1 in the follow ng nmanner:

(1) P/Nof 10 digits or less - enter P/N
beginning in the second position of data block 22 and conti nue
t hrough data bl ock 23. (Unused spaces will be left blank.)
Enter the applicable five digit FSCM if known, in data bl ock
21 and the first position of data bl ock 22.
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(2) P/ N of more than 10 digits - Enter an
asterisk (*) in the first position of data block 21 and enter
a corresponding asterisk, the five digit FSCM (if known), and
the entire PN in data block 29. The remai nder of data bl ock
21 and all of data blocks 22 and 23 will be |left blank. Wen
t he manufacturer of the itemis not known, the P/ Nonly wll
be entered as discussed above. Enter: "See DD form 1348-6
attached” in data block 29 of the NAVSUP 1250-1. For an
equi pment related item a detailed description of the parent
equi pnment and ot her pertinent information will be provided in
the "ldentification Data" section of a Non-NSN Requisition
(Manual ) (DD form 1348-6) in accordance with paragraph 3025-3
of NAVSUP P-485. For a non-equi pnment related item a detailed
description of the requested item reference to the specific
publication in which the itemis adequately identified, a
suggested source of supply, and any other pertinent

information will be entered in a DD 1348-6. \When an item
cannot be identified by an NSN, NICN, or P/N, as nuch
pertinent information as is available will be provided in the

"I dentification Data" section of a DD form 1348-6.

(f) Data Blocks 24 (Ul) and 25 (Quantity). Enter
the unit of issue (e.g., ea, pr) and the quantity of such
units required. Limt the quantity to that actually required
to acconplish a specific nmaintenance action.

3. When the material requested is to be used for
equi pmrent mai ntenance, the issue request nust contain al
appropriate MDS data, or it will not be accepted by the
Mat eri al Managenent Departnment. The MDS data which the
requester is required to enter in the NAVSUP 1250-1 for
mai nt enance related material are as foll ows:

(a) Data Block 8 (Noun Nane or Ref Sym). Enter the
noun nane of the requested item (e.g., bearing), except when
the part to be replaced is an electronic or ordnance item
whi ch has a reference synbol nunber, and which has been
determned to be a failed part (i.e., when a check mark or "X
is indicated in data block 9). 1In such cases, if the quantity
requested is only 1 ea, enter the conplete reference synbol
nunmber (when it does not exceed 8 characters) in data bl ock 8.

If the reference synmbol nunber exceeds 8 characters, enter an
asterisk (*) in the first position of data block 8, and in
data bl ock 29, enter an asterisk and the conplete reference
synbol number. |If the quantity requested is nore than 1 ea
(e.g., 3 ea), enter an asterisk in the first position of data
bl ock 8, and in data block 29, enter an asterisk (*) and all
reference synbol nunmbers applicable to the total quantity
request ed.
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(b) Data Block 9 (FPR). Enter a check mark or "X"
if the requested itemis required to replace a failed part
(i.e., any defective part which is strongly suspected of
havi ng been the primry cause of equi pment failure);
ot herwi se, | eave bl ank.

(c) Data Block 10 (APL/AEL/CID). Beginning in the
first position of the data block, enter the identification
nunber of the allowance parts list (APL) or all owance equi page
list (AEL) for the equipnment or conponent on which maintenance
is to be acconplished. |[If an APL or AEL has not yet been
devel oped, enter the conmponent identification (CID) nunmber, if
available. If the APL, AEL, or CID nunber cannot be
determ ned, | eave data bl ock 10 bl ank; but prepare and attach
one copy of the "ldentification Data" section of a DD Form
1348-6, and include the notation "See DD 1348-6 attached" in
data bl ock 29 of the NAVSUP 1250-1.

(d) Data Blocks 13, 14 and 15 (Job Control No.). In
data block 13 (U C), enter the ship's unit identification
code, prefixed by the applicable service designator code. In
data block 14 (WC), enter the requester's 4-digit work center
code. In data block 15 (JSN), enter the same job sequence

nunber as that indicated in the related ship's Mii ntenance
Action Form (OPNAV 4790/ 2K) when the nmai ntenance action is
required to be reported under MDS; otherw se, enter "ZOOO' in
data bl ock 15. For exanple, the Conmunications Departnment at
Fl eet Hospital #1 will enter "R68681" in data bl ock 13,
"FH14" in data block 14, and 0326 (JSN from OPNAV 4790/ 2K) in
data block 15 for an itemw th mai ntenance action reported.
For an item not requiring maintenance action reporting, the
data block 13 and 14 entries are the sanme as above and "ZOOO'
is entered in data bl ock 15.

(e) Data Block 16 (EIC). Beginning in the first
position of the data bl ock, enter the equi pment identification
code fromthe EIC Master |ndex (MSO 4790. E2579). If the EIC
contains |ess than seven significant characters, enter zero
(0) in the remaining spaces of the data block (e.g., P3CT000).

(f) Data Block 29 (remarks). If the requested item
is required to replace a mandatory turn-in repairabl e that
cannot or will not be turned in because it is nissing or

destroyed, include the notation "MIR | TEM TO BE REPLACED | S
M SSING' or "MIR | TEM TO BE REPLACED | S DESTROYED, " as
appropriate, and the departnment head's signature. If an

NIl SSNC itemis requested to correct a reported casualty
(CASREP) or an anticipated CASREP, or to elimnate or prevent
wor k st oppage of an equi pnment mai ntenance action assigned a
uni que j ob sequence nunber (JSN), enter an appropriate
notation to identify the kind of requirenent (e.g., C4
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CASREP, antici pated C-3 CASREP, work stoppage, etc.). This
not ati on, when applicable, is necessary for determ ning
certain MLSTRIP Data (such as docunent serial nunber, project
code, and/or RDD entries) when the nessage requisition or

ot her procurenent docunment is prepared.

4. Departnmental Head Approval. An approval signature of

t he departnment head is required on NAVSUP 1250-1 for
control |l ed equi page and services and on all NAVSUP 1250-1's
whi ch indicate urgency of need (i.e., STAT, in data block 3).
An approval signature of the department head or his

desi gnated representative is required in NAVSUP 1250-1's for
NC repair parts and NC consumables and in all NAVSUP 1250-1's
whi ch indicate urgency of need indicator B in data bl ock 3.
An approval signature is not required in NAVSUP 1250-1's for
stock material, if a list of personnel approved by the
departnment head to draw material fromstock is submtted to
the Material Managenent Departnent Head.
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TAB D-1
HEAD, MATERI AL MANAGEMENT JOB DESCRI PTI ON

The Departnment Head is responsible to the Director of

Adm ni strative Services and accountable for the managenent of
all functions and services perfornmed by the Materi al
Managenent Departnent. These enconpass the Central Sterile
Reprocessi ng, Disbursing, Fiscal and Supply, and Medi cal
Repair Divisions.

SPECI FI CALLY, THE DEPARTMENT HEAD W LL

1. Supervise, schedule, and coordinate activities of
departnmental personnel.

2. Be responsible for the orientation and training of
personnel assigned to the Departnent.

3. Direct and maintain accountability for procurenent,
recei pt, stowage, issue, and fiscal accounting of Fleet
Hospital consumabl es, equi page, and repair parts.

4. Be responsible for the overall managenent of disbursing
oper ati on.

5. Interpret and adm ni ster hospital policies and
procedures applicable to Material Managenent Departnent.

6. Ensure conpliance with adm nistrative and nanageri al
procedures contained in hospital instructions.

7. Ensure devel opnent, preparation and transmttal of
required reports in final form

8. Establish procedures for efficient intra-hospital
resupply.

9. Central Sterile Reprocessing: See Chapter 5.
10. Medical Equi pnment Repair: See Chapter 15.
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TAB D- 2
MATERI AL MANAGEMENT SUPERVI SOR JOB DESCRI PTI ON

The Supervisor is responsible for the supervision of all
functions and services performed by the Fiscal/Supply,
Di sbursing, and Medi cal Repair Divisions of the Materi al
Managenment Departnent. The Supervisor nust direct, assist,
orient, and instruct subordinates in nedical and general
supply procedures, and Medical Repair as well as provide
adm nistrative and mlitary supervision of Disbursing
per sonnel .

SPECI FI CALLY THE SUPERVI SOR W LL:

1. Supervise, schedule, and coordinate activities of
assi gned departnment personnel as directed by Head, Materi al
Managenment Depart nent.

2. Direct orientation and training of assigned personnel.

3. Make recommendations relative to personnel assignhnents
requiring Departnment Head approval.

4. Assist Head, Material Managenment Departnment in
i npl ementing hospital policies and procedures applicable to
Fi scal / Supply, Medical Repair and di sbursenent of cash.

5. As directed by Head, Material Managenent Departnent,
ensure conpliance with adm nistrative and manageri al
procedures contained in hospital instructions.

6. Establish watch, quarter, and station bill for assigned
per sonnel .
7. Inplement intra-hospital resupply procedures.
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TAB D 3
FI SCAL/ SUPPLY CHI EF JOB DESCRI PTI ON

1. Adm nister the procurenents, care, preservation,
st owage, inventory control, and di sposal of stores, equipnent,
and repair parts for the Fleet Hospital

2. Audit and supervise the procedures for docunenting and
reporting supply transactions, including necessary postings,
docunment distribution, and financial reporting.

3. Supervise and direct training for the assigned rates in
Fi scal / Supply duti es.

4. As directed, inplenment watch, quarter, and station bil
assi gnnents.
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TAB D-4
MEDI CAL SUPPLY CHI EF JOB DESCRI PTI ON
1. Supervise assigned personnel in the procurenent, care,
preservation, stowage, inventory control, and disposal of
medi cal supplies and equi pnment.

2. Day-to-day supervision of Medical Supply Branch spaces
and personnel .

3. Act as technical advisor relative to nmedical supplies
and equi pment in the conduct of Fiscal/Supply duties.

4. Train assigned personnel to |earn nmedical supply
responsi bilities.

5. As directed, inplement watch, quarter, and station
bill.

6. Ensure that daily intra-hospital resupply is conducted
| AW est abl i shed procedures.
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TAB D-5
FI SCAL CLERK JOB DESCRI PTI ON
Mai ntain the Requisition Log and OPTAR files.
Mai nt ai n OPTAR records and departnental budget records.

Process and reconcile financial |istings.

B W bdoE

. Prepare nonthly budget/ OPTAR Report and OPTAR Docunent
Transm ttal Report.
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TAB D6
GENERAL SUPPLY CHI EF JOB DESCRI PTI ON
1. Supervise assigned personnel in the procurenent, care,
preservation, stowage inventory control and disposal of
general supplies and equi pnment.

2. Day-to-day supervision of general supply branch spaces
and personnel .

3. Act as technical advisor relative to supply procedures.

4. Cross-train assigned personnel to be famliar with al
consumabl es and repair parts stocked by the Hospital.

5. As directed, inplement watch, quarter, and station
bill.
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TAB D-7
GENERAL SUPPLY CLERK JOB DESCRI PTI ON
1. Prepare, submt, and foll owup requisition docunments.
2. Prepare purchase and shi ppi ng docunents.

3. Receive, verify for quantity and condition, and
acknow edge receipt of materials and services.

4. QOperate material handling equi pmrent as required.
5. ldentify and stow materi al s.

6. |Issue stock itenms that are in the custody of the
Fi scal / Supply Divi sion.

7. Prepare issue docunents and verify those prepared by
ot her departnents.

8. Prepare transportation, receipt, and expenditure
docunent s.

9. Assenble and package material for novenent.
10. Process shipnments of personal effects.

11. Package, protect, process, and docunment storage and
turn-in of repairables.

12. Maintain stock control records for receipts,
expendi tures and issues of repair parts and consunmabl es.

13. Maintain controll ed equi page records.

14. Apply instructions pertaining to handling | ocks, keys,
and security of Fiscal/Supply material and records.

15. Ildentify categories of the Fleet Hospital Table of
Al | owance Docunment and use in perform ng stock control duties.

16. Inventory stocked material and installed equipnment.

17. Perform routi ne nmai nt enance on office nmachi nes
assigned to Fiscal/Supply Division.

18. Establish and maintain files.

19. Update publications and di spose of obsolete files and
publ i cations.
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TAB D8
SUPPLY CLERK JOB DESCRI PTI ON
1. Supervise assigned personnel in the procurenent, care,
preservation, st owage, inventory control and disposal of
general supplies and equi pnment.

2. Day-to-day supervision of general supply branch spaces
and personnel .

3. Act as technical advisor relative to supply procedures.

4. Cross-train assigned personnel to be famliar with al
consumabl es and repair parts stocked by the Hospital.

5. As directed, inplement watch, quarter, and station
bill.
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TAB D-9
WORK CENTER | DENTI FI CATI ON NUMBERS

WORK CENTER NO. VWORK CENTER
FHO1 CASUALTY RECEI VI NG
FHO2 LABORATORY
FHO3 RADI OLOGY
FHO4 OPERATI NG ROOM
FHOS CENTRAL STERI LE SUPPLY
FHO6 OR PREP AND HOLD
FHO7 PATI ENT ADM NI STRATI ON
FHO8 PHARMACY
FHO9 PUBLI C WORKS
FH10 SUPPLY
FH11 FOOD SERVI CE
FH12 MEDI CAL REPAI R
FH13 L AUNDRY
FH14 COVMMUNI CATI ONS
FH15 SECURI TY
FH16 BASE SERVI CES
FH17 HOUSEKEEPI NG
FH18 REPROGRAPHI CS
FH19 ENVI RONMENTAL HEALTH
FH20 BERTHI NG
FH21 FI RE PROTECTI ON
FH23 PASTORAL SERVI CES
FH24 MANPOWNER MANAGEMENT
FH25 | NTENSI VE CARE
FH26 ACUTE CARE
FH27 OPHTHAL MOLOGY
FH28 OTORHI NOLARYNGOLOGY
FH29 DENTAL
FH30 EMERGENCY MEDI CI NE
FH31 UROLOGY
FH32 | NTERNAL MEDI Cl NE
FH33 SURGERY
FH34 ANESTHESI A
FH35 NURSI NG SERVI CE
FH36 PHYSI CI ANS ASSI STANTS
FH37 PSYCHI ATRY
FH38 ORTHOPEDI CS
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TAB E

REFERENCES
NUMBER PUBLI CATI ON NUMBER TITLE
E-1 NAVSUP Manual Vol une | I ntroduction to
Supply
E-2 NAVSUP Manual Vol ume 11 Supply Ashore
E-3 NAVSUP Manual Vol ume V Transportation
of Property Vol unme
V, Appendi x A
E-4 NAVSUP P- 409
M LSTRI P/ M LSTRAP
Desk Cui de
E-5 NAVSUP P- 437
M LSTRI P/ M LSTRAP
E-6 NAVSUP P- 560 Naval Supply
Acqui sition
Regul ati on
Suppl enent
( SUPARS)
E-7 NAVSUP P- 484 Supply Afl oat
Packagi ng
Procedures
E-8 NAVSUP P- 485 Afl oat Supply
Procedur es,
E-9 NAVSUP P- 487 Ship's Store
Af | oat
E- 10 NAVSUP P- 490 Transportation
of Per sonal
Property
E- 11 NAVSUP P- 522 Shi pboar d
Uni form Aut omat ed
Dat a
Processi ng
System 207
Support
Procedures
E-12 NAVSUP P- 526 Forei gn
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Mlitary

E-13
Cat al og
For ns

E-14

Supply

E- 15

Handl i ng
E- 16

Repai rabl e
Li st

E-17

ltem

E-18

E-19

E- 20

Li st
E-21

Dat a

NAVSUP

NAVSUP

NAVSUP

NAVSUP

NAVSUP

NAVSUP

MCRL- 1

MCRL- 2

P-2002

P-4000

P-4105

P-4107

P- 4500

P- 4998
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Sal e

Cust omer Supply
System Gui de

Navy Stock
of

& Publicati ons

I ntroduction to
Feder al

Cat al ogs and
Rel at ed
Publ i cati ons

List of Itens

Requi ri ng
Speci al
Mast er
ltem

Consol i dat ed
Hazar dous

Li st

Consol i dat ed
Af | oat
Requi si ti oni ng
@Qui de
Over seas

M crofiche
Consol i dat ed
Mast er Cross-
Ref erence Li st

M crofiche

Consol i dat ed
Mast er Cross-
Ref erence

M crofiche
Managenent



E-22

E- 23
Comptrol |l er
Manual ,
CH5,

E- 24

Pay

Al | owance
Entitl enents

E- 25

Manual
E- 26

E-27

of

Civilian
Per sonnel

E- 28
E- 29
&

Tabl e of
Di st ances

E- 30
&

N A

N A

N A

NAVSO P- 3050

N A

N A

N A

NAVSO P- 2472

CONUS NAVSO P-2471
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Li st - Navy

NAVSUPI NST
4440. 128B
Navy

Vol umes 1-8 2
3, 4

DOD Mlitary
and

Manual

Navy Pay &
Per sonne
Pr ocedur es

Members of the
Uni f or med

Services, |0OL
Joi nt Travel

Regul ati ons,
Vol ume 1

Joi nt Travel
Regul ati ons,
Vol une 2,
Depart nent

Def ense

| OL Navy Travel
| nstructions

Transportation
Travel -
O ficial

Transportation
Travel -
For ei gn



Tr avel

E-31

Regul ati ons,

1973
E-32

E- 33

E- 34

Pr ocedur es

E- 35
Record

E- 36

E- 37
Manual

E- 38
Activity
Directory

E- 39
Sequence

E- 40
| nf ormati on
Security

N A

NAVPERS 1560

NAVSO P-3013-1

NAVSO P-3013-2

NAVSO P-3073

| OL NAVSUP P-4400

DOD 4160. 21M

N A

P- 5544

OPNAVI NST 5510.1
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Navy

Naval Mlitary
Per sonne
Manual

| OL Fi nanci al
Managenment of
Resour ces- Fund

Adm ni stration

| OL Fi nanci al
Managenment of
Resour ces-

Operati ng

| OL OPTAR
keepers
Gui de
Afl oat Shoppi ng
Gui de,
Vol unmes 1-6
| OL Def ense
Di sposal

| OL DOD
Addr ess

Zi p Code

Navy

Regul ati on



E-41 N A BUMEDI NST
6700. 16

E-42 N A DLA Regul ati on
4145. 25
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TAB NO
PAGE

F-9

F-10
F-11
F-12

F-13
F-14
F-15

F-16

F-17
F-18
F-19

TAB F

FORMS
I NDEX
FORM NUMBER FORM TI TLE
FHCZ1002 Supply Catal og
FHCZ1003 Controlled Itenms Requisition
FHCZ1004 Personnel authorized to draw

material from stock

SF 1402 Certificate of Appointnent
DD 173 Joi nt Message Form
DD 200 Report of Survey
DD 1149 Requi sition & Invoice/
Shi ppi ng Docunent
DD 1348-1 Rel ease/ Recei pt Docunent
DD 1348-6 Non NSN Requi sition
DD 1348M Requi siti on (Mechani cal)
DD 1384-6 Transportation Control and
Movenent Docunent
DD 1577-2 Identification Tag
DD 1577-3 I dentification Label
DD 1155 Order for Supplies and
Servi ces
NAVSUP 306 Control | ed Equi page Cust ody
Record
NAVSUP 1114 Stock Record Card
NAVSUP 1220- 2 Al | owance Change Request
NAVSUP 1250-1 7 Part Consunption/
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F-20

F-21

F-22
F- 23
F-24

F- 25
F- 26
F-27
F-28
F-29

F- 30

F-31
F-32
F- 33

NAVSUP 29

NAVSUP 1075

NAVSUP 1291
NAVCOWPT 2155
NAVCOWPT 2156

NAVCOWPT 2157
NAVCOWVPT 2183
NAVCOVPT 2188
NAVCOWPT 2208CB
NAVCOWVPT 176

OPNAV 4790/ CK

OPNAV 5216/ 96
DD 599
NAVMED 6010/ 8
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Requi siti on Doc
I nvent ory of Personnel
Ef fects

Afl oat Locator/Ilnventory
Record

Meal Signature Record
Requi si ti on/ OPTAR Log

OPTAR Docunent Transmitta
Report

Budget / OPTAR Report

Fi nanci al Returns Transmttal
Forei gn Currency Report

CB OPTAR St atus Report

Sunmary of Materi al
Recei pt s/ Expendi t ures

Shi p's Configuration Change
For m

Cl assified Material Cover
Patients' Effects Storage Tag

Pati ents' Val uabl es Envel ope
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TAB F- 4

PERSONNEL AUTHORI ZED TO DRAW MATERI AL FROM STOCK

Appr oved By:

Dat e:

FHCZ1004

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Depart nent

Head
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